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BRANCE for the week ending 23 December 1953

P5X1 requesty the Lenter recedved for storsge

appToRiBately one bundred cuble fseb of HIS materisl returned
ty the Adr Force, It iz understood that two meve shipments
of sbout the seme volume will be received,

e Erection of one hundred sections of steel shelvingiwas comew
for bracing, This nev shelving provides spaece £ir dhe
a&&mg@a& gix thousand cuble feed of yocerds,

: S— ,ﬁﬁﬁ has g@@%ﬁ %%gg%s‘ %&gg éigimﬁl &wmﬁf@g be
ConvATLEG in connection with & “nesd o know" survey, The
ﬂarﬁeamgm Records branch in that Agency is the offiee

In complisnce with the mewo of 15 December 1953 frem the
Chairman, HIB Conmittee, the Center is now changing socurity
claseifications on certuin VIS publicstions pricr %o '

25X1

. CEMEBVI 2EBAICER
[‘g/g OLEICE Ok LHE CHIEE'
/‘ DEC S « STLH .3
BECEIAED . .
81L3V0LOD RTTLAD
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Report for week ending 23 December 1953 from
REBORTS AND {QARFENMONTFNOY MANAQFMENT BRANCH

1. Progress on the Writer's (uide is continmuing, Devoted
time to research and writing during three trips to the
Library of Congress and one trip to the CIA Library.
Obtainsd material on the copyright laws since the proposed
guide will frequently refer to other publications., Picked
up four sketches of promctional material from Graphics

Hegistry,

2+ Drafted the final two sections of the brochure “An
Introduction to Reports Management,* Completed rough percil
sketches of the illustrations for these sectionms. A typed
draft of the brochure should be available for review shortly
after the first of the year,

Chlef, Eeports and Correspondence
Hanagemant Branch

Lo

¥ 7 7 »
S .
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Admisistrative:
The ~ersonnel ¢f Machige Recor:ds .iranch wiahbs‘the

Chiel, General Cervices Offige and all adainistrative
personnel "a very leiry Carletmas and a Happy lew Year'.

“Operational:

invouchered Accounting - Two new wonthly reports -«

2ginning this month, wre being furnisned the Aceoun t1ﬁ§
Section. These two reports, #Current Cost, This Honth's
aetvvlty” ard "Accuaulative Cogt to Dale! were requesied
by ihe Comptreller's Dffice thigugh the Unvouchered .ccount~
ing aection. v

Personnel - iseussions have bean held with represent-
atives of the Persomnel Office concerning the possibilities
af furnishing Position Contrel Listings in lieu of the present

5/ listings. 1€ possible they would like tc adopt this plan
oeginniny 15 January 1954.. Hachine Recovrds Braneh is studying
schedules and operational time to Jdetermine if this nlln,ﬁln
be adopted as of thie dalte. s

Chicf, ~achine Hegcords Lranch

nFNT\A\
. §ONF
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AFPENDIX B Week ending 24 Decemwber 1953

' Average Week
This Voek  _Last Fiscal Yesr

1. Microfilming
Tonges Filwed - Rotary Camera 0 18,%

2. Mail Activities
&. Fost Office Mail

Incoming 7,029 5,064
Outgoing 10,083 6,537

b. Postage expended $816.95 $800.12

c. Beheduled courler trips 305 # 240

d. BSpecial courier trips 105 55.3 -

e. Inter-Agency mail by courier
Incouing 1,230 956
Outgoing 956 1,313

£, Perponnel actions:
Recruitments 1 -
Separations | 0 -

g. Use of Motor Pool Vehicles:
Avalladble o -
Available but de 4 - 1
Not available )] -

* mmthemrmnwutnfmcftmsmmm“mdundm,mhwe

- -come up wvith a deily total of 61 scheduled trips. They sre as follows:
, . Bhuttle A - 6 Pz, 7a "2
- \ Shuttle B - 6 Pouch Run-OLI -

WM. 1- 6 ) m"‘m - 1
Rw. -—E m m ""1 25X1
Post Office | ' Center -b
fables - 8 Reprod. #3 6
City Del. ~u2 . o Iogistics - _&3-&'

Pentagon ~ &4 ’ Total

Lo

R AN I
b 4 “ ; 4 '
EI
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Report for week ending 24 December 1953 from
mmh%mwm

MEDICAL UFFICE

The approved vecords control schedule for this office
was handed to| |on 18 December. Disposal
suthorizations eveloped promptly; retirements
actions have been plemned and will be carried out with-

in the pext week. The files planing activity is in the
development stage.

GENERAL COUNSEL

1 Discussions with orzheiner and other
- staff gewders of this office re s definite need for
more adegquate reference service on the valuable documents
ecreated and maintained fa their files. The developments
of systems is therefors the yrimary target on this projeet.

TRARSFER OF TOP BECRET DOCUMEN?S

An inspection of the Rescords Center by 25X1
of OCD reveals that sowe special facilt

nbemamybefmthoMMmqumd
Negotiations are being contimued.
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